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MEMORANDUM FOR: Director of Budget, Program Analysis, and

Manpower
SUBJECT : Cost Reduciions
REFERENCE : GSA Temporary Regulation No. A-2 dud 15 Jan 65,

subj: "Reduction in Purchase of Cffice Furniture
and Typewriters, and Moratorium on Purchase
of Filing Cabineis™

1. Cost reductions and economies are being schieved In the Agency
resulting from the coordinated effort of all offices but which cen be more
readily identifled by the Support Direc:iorate. These represen: sigoificant
economies which should not be overlocked and should be included by the
Office of Budget, Program Analysis, and Manpower in the nexi report of
cost reductions to the Bureau of the Budget. "

2. HN[ ] "Eliminastion of Inactive Records” and HN[ |
"Reduction in Purchase of Office Furniture snd Typewriters” published
in response to the President's directive in the referenced GSA instruciton
have had gratifying responses throughout the Agency. The Records Admnin-
tatration Staff of the Support Directorate, responsible for conducting the
program outlined in the Notice, reports ihe following gpecific achievements
tn response to HN[___ Jfor the quarter ending 31 March 1965:

2. 9,485 cublc feet of files destroyed or reifred
1o inactive storage space,

b. 238 pleces of fillng equipment returned by offices
1o the Cffice of Loglistics tnventories,

¢. 14 Records Control Schedules revised to reflect
shozxter, more realistic retention perlods, and

d. 19 Records Control Schedules currently under
revigion,

In addition, Agency componenis are converiing to more econcmicel shelf
filing where appropriate and to the use of space-saving filing equipment,
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3, Although difficult to express in terms of specific dollar savings, this
is & significant accomplishment in cost reduction. The recovery of filing
equipment and conversion to shelf filing which frees working space for other
purposes represent realisiic economies and increased productivity through
work-improvement techniques. The elimination of obsclete files and the
retirement of seldom-used records to less costly space is a continuing effort
from which further economies should be realized.

4, Since ihe publication of HN[ | more than a lundred typewxlters 25X
have heen returned by offices 1o the Offlce of Loglatics tnventories, many
of which can be rehabllitated and retssued with & consequent raduction in
new equipment procurement, Requests for new furnitare have decressed
with the announcement in the Notice of the new criteria governing the
spproval for issuence. Specific dollar sevings cannct be determined but
an anglysis of furnliure lssuances in previous comparable perfods show
a subsianital reduction for the flrst quarter of 1965,

5, Perlodic reporiing to GEA on filing equipment utilization snd records
administracion, within security ltmitations, will be made by the Chiel,
Records Adminlstration Swaff to Mr. Herbert E. Angel, Assistant Archivist
for Records Management, National Archives, General Sexvices Adminisiration,
who has asked that reporting be dope on an tnformal, verbal besis,

Sencd B, L

R. L. Bannerman
Asslsiant Deputy Director

for Support
_cc: Chief, Records Administration Staif
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